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Government of India/Bharat Sarkar Y
Ministry of Home Affairs/Grih Mantralaya
NDCC-lI Building, Jai Singh Road,
New Delhi, Dated the oS August, 2015.

_;‘ ,2\/\ @FFICE MEMORANDUM 06 AUG 2015

~Tightening of security arrangements in Government buildings.- reg.

Instructions have been issued from time to time for tightening security arrangements
in Government buildings which are under the security cover of this Ministry. However, during
important occasions like Independence Day, Republic Day etc, there is a need for more
caution and scrupulous adherence to these instructions. In order to ensure that no untoward
incident occurs during Independence Day-2015, these instructions are once again reiterated
as under for strict compliance by all concerned:-

1. Display of Identity Cards

Al officers and staff of the Government of India must display on their person
the Identity Cards issued to them by the Ministry of Home Affairs. These must
also be shown to the security staff who are deployed at the entry/exit points in
various Government buildings. :

The Identity Cards must be displayed not only at the time of entry into a
building but must remain continue to be displayed during the entire period of
stay in office. This is necessary for the purpose of distinguishing officers and
members of staff from visitors.

2, Checking of bags/brief-cases etc.

(i)

Security personnel deployed at the various buildings have instructions to
check brief-cases/bags of persons entering/leaving the buildings on suspicion.
Al officers/staff must cooperate with the security staff in this matter.

3. Regulation of entry of visitors:

(1)

Reception Officers posted at the Reception Counters in various buildings are
urder instructions to issue visitors passes only after they check with the officer
(entitled to receive visitors) concerned whether the visitor is to be permitted to
enter the building. The officers (entitied to receive visitors) are, therefore,
advised to give prior intimation to the Reception Officers about their visitors or
send written requisitions in the prescribed Performa.




(iy  Officers must be vigilant and must ensure that persons who come to visit them -

do not leave any articles behind.

(i) It may be ensured that after conclusion of the visit, the visitors are escorted
out of building and their passes are returned to the Reception Officers
concerned, duly signed and departure time of the visitor recorded.

Checking of Corridors, toilets etc.:

()  The Corridors must be checked frequently by designated officers of
Miristries/Departments/Offices and cleared of any unauthorized visitors who
may be loitering about.

(i)  The almirahs, old files, discarded furniture etc. which may be lying in the
corridors should be immediately removed.

(i)  Bathrooms/toilets should be thoroughly checked by designated officers or
members of staff of Ministries/ Departments/Offices at frequent intervals during
the day.

(iv)  Files, stationery items etc. stocked in the sections should be checked
pericdically to ensure that no explosive device is concealed. :

(v)  Sweepers should be instructed not to dump garbage collected by them under
staircases.  They must be asked to dispose of the garbage outside the
building immediately.

Prevention of entry of unauthorized visitors

(i) Only authorized staff on duty should be allowed to remain inside the buildings
after office hours. Therefore, surprise checks may be conducted by
Departmental Security Officers in coordination with security staff to ensure that
no unauthorized person stays behind inside the building during night.

(i) During lunch hour, the staff normally leave their sections and go out. There is
possibility of some mischief being done- at that time. It may, therefore, be
ensured that one or two members of staff always stay behind in every section.

(i) Doors leading to the roofs of the buildings should be kept locked and opened
only when required. It should be ensured that, after use, these doors are
again properly locked.

(iv) Al the sections/units of the Ministries/Departments may be advised to
maintain an inventory of expensive items/equipments kept in their section
which may be periodically verified with reference to the availability of such
items. '



Caretakers may be specifically instructed to ensure that rooms where
expensive items are stored are locked immediately after departure of the
officer/staff concerned and are opened only in their presence.

All the rooms having windows on the groundffirst floors should be provided
with iron grills to prevent pilferage (s) from these outlets. Special measures
may be taken for the security of cash rooms or rooms having expensive items.

(vii)  Theft case, if any, should be reported to the security staff on duty/Delhi Police
immediately. »
6. Lighting
(i) A review of the lighting arrangements inside the buildings should be made to
ensure that all the areas including staircases, basements, terraces, etc. have
proper lighting.
1. Vehicles:

(1)

(i

Officers bringing their own vehicles and drivers of staff cars should be

instructed to lock the vehicles properly when parked.

Any vehicle which is found lying unattended/unclaimed should be brought to
the notice of the security staff/Delhi Police.

(i) Vehicles (except authorized ones) should not be parked in closed proximity to

the buildings or near the entry/exit points of the buildings.

(iv) All vehicles including cars, scooters and motor cycles entering the parking

places of the buildings should be subject to through checking.  The
dickeys/bonnets of the vehicles should be checked to ensure that no
explosive device is hidden inside.

8. Parking:

(i)

This Ministry has repeatedly emphasized the need to streamline the parking
of vehicles in buildings under its security cover. Accordingly, all
Ministries/Departments should evolve a system of parking of official vehicles,
vehicles brought by the employees and those of visitors in their respective
premises by earmarking separate space (s) for each category. Parking labels
may also be issued to the official vehicles/vehicles brought by the
officers/staff to facilitate easy identification.

Parking garages in almost every building are in the basement/ground floor.
As these are vulnerable from the security angle, it should be ensured by
every Department that the garages are checked frequently.

s

—




9. Fire Control T

()" - “Fire fighting equipments, installed in the buildings, should be checked
periodically to ensure that they are fully functional.

(i) Instructions must be issued by the Ministries/ Departments to the staff
regarding switching off the mains in case of fire.

2. The security staff deployed in various buildings under Ministry of Home Affairs’
security cover may be suitably briefed to exercise utmost vigilance in and around the
buildings.

3. The Departmental Security Officers of the Ministries/ Departments are requested
kindly to bring the above mentioned instructions to the notice of all concerned.

o

[Amarendra Ringh]
Under Secretary to the Government of India

All Ministries and Departments (as per standard list).

Copy to:-

Addl. CP, Delhi Police, Parliament Street, New Delhi.
Addl. CP, (South West), Delhi Police, Dwarka.

DIG (GBS), CISF, Jamnagar House, New Delhi.
DCP (South), Hauz Khas, New delhi.

DCP (Central), Darya Ganj, Delhi.
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S&IE@@, Heme of the Government of India's Minlstries/Departments

[ R e

|2 | Department of Spuce, Wew BEL, Bangzicre-560084 _
l 2 Department of Ayush, indian Bacocssres Bwilding, New Delhi-110001 E}@%ﬁg‘;
3 Department of Economic Affalrs, North Block, New Delhi-110001 ' :
4 Ministry of Housing & Urban Poverty Afsirs, Nirman Bhawan, Hew Dellii . 1.
>__| Department of Secondary and Higher Education, Shastri Bhzwan, New el
§ | Deperiment of Consumer Kffairs, Krishi Bhawan, New Delhi
7 rtment of Fertlfizer, Shastri Bhawan, Wew Delhi . ¢
& | Ministry of Corporate Affairs, Shastrl Bhawan, New Delhi
8 Department of Personnei & Tralning, North Block, Hew Delri
i¢ | Ministry of f Agricultural Research and Educstion, krishi Bhawan, Hew Delid '
(11 | Depertment of Agricultura and Cooperation, Krishi Bhewen, Hew Dalhl ‘
12 Mlnistry of Coad, Shaseri Bhawan, New Delhi '
£3 | Department of Food & Public Bistributicn, Krishi Ehawan, Hew Delll
[ $4 | Food Processing R HesliliElme, Panchsheel Bhawan, August Krantl Marp, Now Dolv
{15 | Minlstry of Mines, Shastri Bhawan, New Defhi ' o
6 Mmm#ﬁomehﬁﬁmﬂcﬂhﬁlodc,ﬂewﬁe&hé ‘ -
17 | Department of Rucs! Development, Krishi Bhawan, Rew Delhi i

Ministry of Triba! Affalrs, Shestri Bhawan, New Dethi

Mhbuvufwmm Sharam-ShaitiBhawan Now Delht € gL f_@

1 Department of Telecommunicetion, 347-D, Dak Bhawsen, Sansad Marg, Kew Deli

Department of Post, Dak Bhowan, Sansad Marg, New Delhl

Ministry of New & Renewsble Sources of Energy, CGC Complex,Block-14, Mew Dalki-3

Ministry of Civit Aviztion, Rajiv Gandhi Bhawan, Safdurjung Alrport, Bew Delin-2
Department of Atomic Enesgy, Anu Shakti Bhawan,Chhatrapati Shivali Majarsj Marg, Mumbal-450039

Ministry of Tourism, Transport Bhawan, New Delhi -

Ministey of Environment & Forests, Paryavaran Bhavean, C6O Compler, Hew Dathi-3

Department of Animat Husbandry, Balrying and Fisheries, Hrishi Bhawen, Rew Delbi

Depsriment of Suppiy, ‘C Wing, Mirman Bhawan, New Delhi

Ministry of Petroleum & Nsturs! Gas, Shastri Bhawan, Kew Dealhi

Depertment of Shipping Transport, Parivahan Bhawan, Kew Delhi

Ministry Earth Sclence, CGO Complex, Block No.12, New Delhi

Department of Admirnistration Reforms & Public Griavonces, Sardar Patel Bhawan, Mewe Delhl

Department of Bio-Technalogy, CGO Complex, Block No.2, Hew Delhi

Department of Financia! Services, Jeevan Deep Building, Sansad Marg, Kew Dethi

| Election Commission Of Inclia, Nirvachan Sadan, Ashok Road, New Delhi

O/O the & Auditor Geners! of Indis, 10, Bahadur Shah Marg, Mew Dalhi
of 1 , Udyog Bhawan, Mew Delhi
Separtment of Land Processing, NBO Building, ‘G’ Wing, Nirman Bhawan, Mew Deffi

Csbinst Secretariat, Rashtrapati Bhawan, Mew Delhi

Department of Wemen & Child Development, Shastri Bhawan, New Dethi

Ministry of Youth Affafrs & Sports, Shastri Bhawan, New Dethi

Planning Commisslon, Yojna Bhawan, Mew Delhi L\ ] 3% 70 9: :

Ministry of Defence, Sauth-Block, New Deli (/<0 ¢ 1, — 7 7 ﬁ'fw!'ngr Senc fgh o)

Dapartment of Chemical & Petro Chemileal, Shastri Bhawan, New Delhi

Department of Revenue, North Block, New Delhi

Rallway Boerd, Rail Bhawan, New Delhi

Ministry of Small Scale Industries, Udyog Bhawan, New Delhi MSME, Udyog Ehawan, New Delh

Depertmoent of Public Emterprises, Block-14, CGO Complex, Rew Dethi

Ministry of Textiles, Ministry of Industry, Udyog Bhawan, New Delhi

Minlstry of Commerce, Udyog Bhavean, New Delhi )
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' ﬁgmﬁm of Sclentific axnd industrial Ressardh, Technology Bhawan, New Matcaul Roed, K.Oell-16

N

SZ__ | Ministry of External Affairs, South Blosk, Kew Delhi

53 | Ministry of Power, Sharam Shakel Bhawan, New Delhi

56 _ | Department of Legal Affairs, Shastrl Bhawan, New Delhi

S5 | Department of Legiclative, Shastri Bhawan, New Delki

58 Minigtry of Developrnent  Roglon, Vigyan Bhawen, Mew Delrt
57 | Depsriment of Exwm, Rorth Block, Kew Delhi

S8 | Ministry of Urban Development, Kirman Bhawan, New Delhi -

58 | Wiinictry of Labour & Employment, Sharam Shakti Bhawan, New Deliil

65 _ | Unlon Public Service Commission, Dholpur House, Shanjhan Road, Bew Delh
€1 | Ministry of Pacliamostary Affeirs, 87 Sansad Marpg, New Delhi '

Hfinistry of Crlturg!, Shastri &‘zmwm ?iew Dl
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ent smm Bhawan, Hew Delhl -

sting. Shastri Bhawan, New Delhi

Wﬁm ef mﬁﬁt & Familly %e&ﬁ&m !v&ezmaﬁ Bhawan, Hew Delki
s il eways, Privahan Bhawean, New Dol
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et War Patel Bhawan, New Delhi
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Ron, Pravavaren Bhawan, New Delhi ) 1< : AR . ORI

Finistry of Steel, Udyog Bhawan, New Delhl

Department of Space, Lok Nayak Bhawan, New Dethi
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Begartment QME@{M Block, New Delhi
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